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This directive arranges Near East University School of Tourism and Hotel Management

Students Training rules.

The aim this training is to help students use their academic knowledge in industry practice and therefore gain work
experience.

A-GENERAL INFORMATION

1.

Paooe

The training period for students in 2 year programme is 50 working-days, which will

be completed at the end of the first academic year, and 100 working-days for 4 year programme students,
which will be completed at the end of 1st, 2nd or 3rd academic year; to be divided into two 50 working day
period.

Trainings can only take place in summer periods. However, if a student completes his/her courses and has
an excuse accepted by the comission can complete the training in any other season. However, the students
who are taking more than two course in summer school cannot attend summer training at the same time.

Trainees can choose the places they want to complete their trainings or they may choose among the
places that school assigns. Trainings can be completed in;
5 or 4 Star Hotels or 1st class Holiday Villages
Group A Travel Agents
Public or Private Airlines
Ministry of Tourism
NEU Tourism Establishments
The students cannot graduate if they do not complete their tarining.

B. RULES TO BE OBEYED DURING THE TRAINING

4.

Trainees should apply the training place with the Training File in a special envelope obtained from the NEU
Book Store,

Students should present the training approval letter that they received from the establishment to Training
Committee.

At the end of relevant Academic year, students whose training places are certain, cannot change these
places or cancel the training.

During the training period, the Training Commitee will visit the establishments, check the students and get
information about them on these visits or via phonecalls. If a students is not in the establishment apart from
the off days or without an excuse, their training will be cancelled and accepted as unsatisfactory.

The tarining files and forms will be filled/completed daily or weekly and will be signed and sealed by the
department manager.

C. POINTS TO BE CONSIDERED AFTER TRAINING

9. Students should submit The Training Form and the Evaluation Form with the envelope to

Personnel/ Human Resources Manager and the the administration / management
should fill in the form, put in the envelope seal, sign and post it or return it to the
trainees.

10. Training Commitee will announce the interview dates after the evaluation of the Training

Files and after the interviews the results will be posted on the Board; marked as
(S) Satisfactory or (U) Unsatisfactory in the students record sheet.
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STAJ PROGRAMI
(TRAINING PROGRAM)

Calisilan hafta
(Month of week) :

Giin | Tarih | Saatler | Yapilan isler
Day | Date | Hours | Work accomplished

1.

Stajerin imzas1 (Signature of the trainee)

Calistig1 boliim ve alam (Work department and area) :

Yetkili amirin adi-soyad: (Name of supervisor)

Unvam (Title)

Isletmenin Miihiirii Seal of Establishment

Diisiinceler
(Opinion) :

STAJ PROGRAM FORMU
(TRAINING FORM )

Stajerin Adi-Soyadi
(Name-Surname of Trainee) :

Ogrenci Numarasi
(Student Number)

Ogrenim Yili
(Academic Year)

Akademik Danisman
(Academic Advisor)

Adres
(Permanent Address)

Telefon Numarasi
(Phone Number)

Isletmenin Ad1
(Name of Establishment)

Adres
(Address)

Telefon ve Fax Numarasi
(Phone and Fax Number)

Is verenin veya Genel Miidiiriin Adi
(Name of Employer or General Manager) :

Personel Miidiiriiniin Adi
(Name of Personnel Manager) :

Ise baslama tarihi
(Starting date)

Ayrilma tarihi
(Finishing date)




STAJ PROGRAMI
(TRAINING PROGRAM)

Calisilan hafta
(Month of week) :

Giin | Tarih | Saatler | Yapilan isler
Day | Date | Hours | Work accomplished

: ise devamhhik

1.

| (Attendance)

Uygulama yetenegi

 (Practical ability)

| Giivenirlik

' (Liability)

i Sorumluluk

i (Responsibility)

Calisanlarla iliskileri
| (Relationship with
i other employees)

Miisteri iliskileri
i (Relationship with

customer)

Stajerin imzas1 (Signature of the trainee)

Calistig1 boliim ve alam (Work department and area) :

Genel Performansi
. (General performance)

Yetkili amirin adi-soyadi (Name of supervisor)

Unvam (Title)

Isletmenin Miihiirii Seal of Establishment

Ad1 - Soyad1 (Name Surname) :

Diisiinceler
(Opinion) :

Tarih (Date)

Imza (Signature)

STAJYERIN KURULUS TARAFINDAN DEGERLENDIRILMESi
(ESTABLISHMENT EVALUATION OF THE STUDENT)

Degerlendirme Cok lyi Iyi
i (Evaluation) Very Good Good Avarage

Orta

Kaotii
Poor

Cok kotii
Very Poor

. Stajdan Sorumlu Kisinin  (Approved by)

(Diisiinceler) (Opinion )

. isletmenin Miihiirii
i Seal of Establishment

N



STAJ PROGRAMI
(TRAINING PROGRAM)

Calisilan hafta
(Month of week) :

Giin | Tarih | Saatler | Yapilan isler
Day | Date | Hours | Work accomplished

STAJ PROGRAMI
(TRAINING PROGRAM)

Calisilan hafta
(Month of week) :

1.

Giin | Tarih | Saatler | Yapilan isler
Day | Date | Hours | Work accomplished

1.

Stajerin imzas1 (Signature of the trainee)

Calistig1 boliim ve alam (Work department and area) :

Yetkili amirin adi-soyad: (Name of supervisor)

Unvam (Title)

Isletmenin Miihiirii Seal of Establishment

Diisiinceler
(Opinion) :

Stajerin imzas1 (Signature of the trainee)

Calistig1 boliim ve alam (Work department and area) :

Yetkili amirin adi-soyadi (Name of supervisor)

Unvam (Title)

Isletmenin Miihiirii Seal of Establishment

Diisiinceler
(Opinion) :



YAKIN DOGU UNIVERSITESI
TURIZM VE OTEL ISLETMECILiIGI YUKSEK OKULU
STAJ KURALLARI

Bu yénerge, Yakin Dogu Univesitesi Turizm ve Otelcilik Yiiksekokulu égrencilerinin staj
calismasi esaslarini diizenler.

Stajin amaci 6grencilere Yiuksekokulda kazandiklar bilgileri uygulamada kullanma
aliskanligi ve galisma deneyimi kazandirmaktadir.

A-  STAJILE ILGILI BILGILER

1. 2 Yilik program 6grencileri igin Staj siiresi 1. akademik yilin sonunda olmak tzere 50 isguni; 4 Yilhk program
ogrencileri icin ise 1. veya 2. veya 3. akademik yilin sonunda yaz tatilleri iginde 50 ser isgiini olmak Uzere
toplam 100 isgiinidiir.ligili dénemlerde stajlarini mazeretleri nedeniyle (belgelendirmek sartiyla ve komisyon
karar ile) yapamayan o6grencilerin stajlar ileriki donemlerde yapmalar saglanir.Stajlarini yaptiklari halde
komisyon tarafindan kabul edilmeyen 6grencilerin stajlari takip eden donemlerde tekrarlatilir.

2. Stajlarin sadece yaz aylarinda yapilmasi gerekmektedir. Bununla beraber tim derslerini tamamlamis
olmalarina karsilik stajlan eksik olan &6grenciler komisyon tarafindan uygun gérilmesi halinde herhangi bir
dénemde yapabilirler. Yaz okulunda ikiden gok ders alan 6grenciler ayni zamanda staj yapamazlar.

3. Staj yeri, 6grenci tarafindan bulunur.Y liksekokulda bu konuda 6grenciye yardimci olabilir.
Staj, asagdida siralanan kuruluslarda olmak lzere yurtici veya yurtdisinda yapilabilir.

a)Turizm isletme belgeli 5 veya 4 yildizli Oteller, 1. Sinif Tatil Kéyleri
b)A grubu Seyahat Acentalar

c)Kamu ve Ozel kuruluglara ait Havayolu igletmeleri

d)Turizm Bakanhg biinyesindeki birimler

e) Yakin Dogu Universitesi Turizm Tesislerinde

Yukarida belirtili sekilde stajlarinin tamamlamayan égdrenciler, ydnetmelik geredi mezun olamazlar.

B- STAJ SURESINDE DIKKAT EDILMESI GEREKEN KURALLAR
4. NEU Kitap Satis Ofisi'nden Staj Dosyas| 6zel zarfi ile temin edilerek staj yapilacak igletmeye gidilmelidir.

5. Ogrenci staj yapacag isletmeden gelen staj kabul yazisini Staj komitesine sunmak ve onayini olmak
zorundadir.

6. llgili dgretim yili sonunda, daha énce staj yapacagi isletme kesinlesmis olan égrenci, higbir sekilde staj yerini
degistiremez ve mazeret bildirmeksizin iptal edemez.

7. Staj sliresi boyunca, okulumuz staj komitesi 6gretim elemanlari stajyer 6grencilerimizi galistiklar isletmelerde
ziyaret ederek veya telefon ile denetleyecekler ve 6grenci ile isletme yonetiminden bilgi alacaklardir. Bu
denetlemelerde bulunmayan (izin glind harig) ve staj igin ilgili isletmeye gitmemis ve mazeretini okul madurligiine
bildirmemis olan 6grencilerin stajlari iptal edilecek ve basarisiz sayilacaktir.

8. Staj yapan 6grenciler staj esnasinda Staj Dosyasi’'ni glnlik/haftalik olarak doldurulacak ve her sayfasinin alt
kisminda belirtilmis olan yer, ilgili Bolim MudiirQ tarafindan imzalanarak mihirlenecektir.

C- STAJ SONRASI DIKKAT EDILMESIi GEREKEN HUSUSLAR

9. Ogrenciler staja baslarken Staj Degerlendirme Formu ile &zel hazirlanmig okul zarfini insan
Kaynaklari/Personel Muduri’ne veya ilgili midure verecek, staj sonunda isletme ydnetimi tarafindan doldurularak
6zel zarfa konmus (kapali ve muhirli olmasina dikkat edilmelidir) olan formlar okul mudurligune posta veya
ogrenci tarafindan teslim edilecektir.

10. Staj Komitesi 6n degerlendirme yaptiktan sonra staj mulakat tarihlerini belirleyerek 6grencilere duyuracak,
milakat sonunda staj sonuglari Pano’da Basarili veya Basarisiz olarak ilan edilecektir.



Calisilan hafta
(Month of week) :

STAJ PROGRAMI
(TRAINING PROGRAM)

Giin
Day

Tarih
Date

Saatler
Hours

Yapilan isler
Work accomplished

1.

Stajerin imzas1 (Signature of the trainee)
Calistig1 boliim ve alam (Work department and area) :
Yetkili amirin adi-soyadi (Name of supervisor)

Unvam (Title)

Isletmenin Miihiirii Seal of Establishment

Diisiinceler
(Opinion) :



STAJ PROGRAMI
(TRAINING PROGRAM)

Cahisilan hafta
(Month of week) :

Giin | Tarih | Saatler | Yapilan isler
Day | Date | Hours | Work accomplished

1.

Stajerin imzas1 (Signature of the trainee)

Calistig1 boliim ve alam (Work department and area) :

Yetkili amirin adi-soyadi (Name of supervisor)

Unvam (Title)

isletmenin Miihiirii Seal of Establishment

Diisiinceler
(Opinion) :



STAJ PROGRAMI
(TRAINING PROGRAM)

Calisilan hafta
(Month of week) :

STAJ PROGRAMI
(TRAINING PROGRAM)

Calisilan hafta
(Month of week) :

Giin | Tarih | Saatler | Yapilan isler
Day | Date | Hours | Work accomplished

Giin | Tarih | Saatler | Yapilan isler
Day | Date | Hours | Work accomplished

1.

1.

Stajerin imzas1 (Signature of the trainee)

Calistig1 boliim ve alam (Work department and area) :

Yetkili amirin adi-soyad: (Name of supervisor)

Unvam (Title)

Isletmenin Miihiirii Seal of Establishment

Diisiinceler
(Opinion) :

Stajerin imzas1 (Signature of the trainee)

Calisti@1 boliim ve alam (Work department and area) :

Yetkili amirin adi-soyadi (Name of supervisor)

Unvam (Title)

Isletmenin Miihiirii Seal of Establishment

Diisiinceler
(Opinion) :



